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1. Object & Purpose of Farncombe Community Garden


Object

To provide facilities for recreation or other leisure time occupation by providing an area for use as a community garden for individuals in Farncombe and the surrounding area who have need of such facilities by reason of their youth, age, infirmity or disablement, financial hardship or social and economic circumstances or for the public at large in the interests of social welfare and with the object of improving the condition of life of the said inhabitants.

2. What is expected of a trustee


Trustees have independent control and legal responsibility for a charity’s management and administration.  The Charity Commission expects trustees to take their responsibilities seriously and ensure that they give sufficient time and attention to the charity’s business. The Commission recognizes that most trustees are volunteers who sometimes make honest mistakes. Trustees are not expected to be perfect but they are expected to do their best to comply with their duties. Charity law protects trustees who have acted honestly and reasonably.


A trustee’s legal duty is to:
· Act in the charity’s best interest
· Manage the charity’s resources responsibly
· Act with reasonable care and skill

To be eligible to be a trustee:
· Trustees must be over 16 years of age
· Trustees must be properly appointed as stated in the charity’s governing document and know how long the appointment lasts
· Trustees must not be disqualified by being bankrupt, having an unspent conviction for certain offences (including any that involve dishonesty or deception), be on the sex offender’s register
· Trustees of a charity that provides regulated activities for children or adults at risk, will require a DBS check 


A trustee must ensure that the charity is carrying out its purpose for the public benefit. So trustees must:
· Ensure they understand the charity’s purpose as set out in its governing document
· Plan what the charity will do and what you want it to achieve
· Be able to explain how all of the charity’s activities are intended to further or support its purposes
· Understand how the charity benefits the public by carrying out its purposes


See attached copy “The Essential Trustee” 


3. How trustees are recruited 

The recruitment, selection and subsequent introduction of one or more trustees into a charity can strongly influence how effective the charity is in the future. Therefore, the charity needs to ensure a balanced and effective trustee board. The trustees need to be committed to their task with skills, knowledge and experience that the charity needs.

The existing trustees must oversee the management of an open and efficient process to recruit new trustees and always act in the best interest of the charity.

Recruiting stages:
1. Identify 
· Identify the need for new trustees with specific skills to run the charity
· Agree the skills, experience, knowledge required and write a short job description and person specification
· Agree the process for recruitment

2. Finding
· Agree how to find the trustees
· Short list and interview trustees
· Select trustees and take up references – approval by the board 

3. Vetting
· Current trustees must check candidates have not been disqualified from acting as trustees and candidates must confirm this in writing
· Candidates must declare any conflicts of interest
· Seek DBS if working with children and adults at risk

4. Make appointment
· Chair of charity writes to new trustee and sets out their duties – the trustee needs to sign and return copy of the letter
· Information pack about the charity is sent to the new trustee and induction process agreed
· Introduction to other trustees, volunteers and beneficiaries
· Attend first board meeting.
· Inform charity’s solicitors and auditors of new appointment


4. Current trustees
					
Helen Farmer 		Chair		hcf28@btinternet.com
Deepa Craig			Treasurer	deepacraig@gmail.com
Karen Jones					karen.jones5827@gmail.com
Martin Brunet				martin.brunet@nhs.net

5. Governing Document of Farncombe Community Garden
See attached file

Copy of Charity Commission Registration & Login details to the online Charity Commission website

6.Conflict of Interest Policy

As a trustee of the charity, the trustee must declare a conflict of interest when a decision has to be made in which the trustee has a personal or other interest. The trustee has a personal responsibility to declare conflicts of interest in their legal duty to act only in the best interest of the charity.

The charity’s governing document states the following about conflict of interest:
A charity trustee must:
· Declare the nature and extent of any interest, direct or indirect, which he or she has in a proposed transaction or arrangement with the CIO or in any transaction or arrangement entered into by the CIO which has not previously been declared; and
· absent himself or herself from any discussion of the charity trustees in which it is possible that a conflict of interest will arise between his or her duty to act solely in the interests of the CIO and any personal interest (including but not limited to any financial interest).
Any charity trustee absenting himself or herself from any discussions in accordance with this clause must not vote or be counted as part of the quorum in any decision of the charity trustees on the matter.

The following steps need to be taken to ensure no conflict of interest:
Identify 
· a trustee must declare immediately if their personal, business or wider interests could influence their decision making. 
· the trust should keep a register of interests for each trustee and the trustee’s partner and close relatives.
· at trustee meetings, include an agenda item to allow trustees to declare any potential conflicts of interest.
Prevent  
· a trustee with a conflict of interest should be excluded from the particular discussion and resulting decision.
· Consult with the charity commission if all the trustees share the conflict of interest or it is serious and there is no obvious way forward.
Record 
· minute any conflicts of interest in the trustee meetings and the outcome. Keep written detail of the trustee affected, the discussion in the meeting, and the decision made by the board in the charity’s best interest

The Conflict of Interest policy will be included in a “Trustee Handbook” that will be shared with all the trustees to ensure it is fully understood. By including it as a regular agenda item at all meetings, the importance of the conflict of interest will be monitored and enforced by the whole trustee board.


7.Safeguarding Policy

1. Key contacts for Safeguarding

Safeguarding Officer			Dr Andrew Cook     dracook@sky.com
Deputy Safeguarding Officer	Dr Martin Brunet    martin.brunet@nhs.net
Chair of trustees			Helen Farmer           hcf28@btinternet.com

Statutory Agencies
Waverley Council	safeguarding@waverley.gov.uk
Local Authority Designated Officer (LADO), Surrey County Council 0300 123 1650
	
Surrey multi- agency safeguarding hub (MASH) 0300 470 9100 Mon –Fri 9.00 – 5.00 (01483 517898 out of hours emergency number)

Police		Non-emergency tel 101
	Emergency tel 999

See attached files:
· Safeguarding Vulnerable Adults Policy
· Safeguarding Children at Risk Policy

8.Governance Policies

See attached files:
· Board of Trustees Policy
· Management Committee Policy
· Equity, Diversity, & Inclusion Policy
· Finance Policy
· Health & Safety Policy
· Confidentiality Policy & GDPR
· Complaints Policy

9.Risk Assessment of Site 

See attached file
· Copy of Public Liability & Employer Liability Insurance
· Copy of Content Insurance

10.Annual reports & accounts
· Financial year April 1st to March 31st
· See attached file of latest accounts
11Strategic business plans & budget
· See attached files
12.Key dates 
· AGM June
· Quarterly Trustee meetings - March, June, September, & December
13.Expenses for trustees
Trustees may claim expenses as a result of travelling or performing any other tasks as part of their duties for the Farncombe Community Garden according to the following principles:-
· All expenses must be supported by itemised VAT receipts and claimed using an expense claim form. 
· The most cost-effective solutions available at the time should be sought. 
· All claims must be authorised by the Chair or The Treasurer.
· Trustees will be reimbursed according to actual and reasonable cost. 

14.Trustee cease to hold office
A Trustee must cease to hold office if they:
· are disqualified from acting as a trustee by virtue of section 86 of the Charities Act 2008 (or any statutory re-enactment or modification of that provision).
· in the written opinion, given to the trustees, of a registered medical practitioner treating that person, has become physically or mentally incapable of acting as a charity trustee and may remain so for more than three months.
· resigns as a trustee by notice to the charity (but only if at least two trustees will remain in office when the notice of resignation is to take effect) or
· is absent without the permission of the trustees from all their meetings held within a period of six consecutive months and the trustees resolve that his or her office be vacated.
15.Copy of Charity governance code
· See attached file
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